APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTHENT OF ARCHIVES AND HISTORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlstorv, Reoords Management Division, 330 Capitol Avenue, Atlanta, Georgla 30334,
Attentlon Scheduhng Section. ‘

1

FOR AGENCY USE 1. Agericy Address . ) FOR RECORDS MANAGEMENT USE

Application Date Application P;I—L;mber—‘

Department of Education
Office of Administrative Services gl 6 2.

Application Number 233 State Office Building o Date Received Date Completed
Atlanta Georgla 30334 [-28-51 | "TAN 3 0 1981
2. Person to Contact - T B Viorking Title T m_h_.-:l'alaphone Number
Mary Anne Bauer ' Principal Secretary o _ 656-2438

3. Action Requested
3, XX Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

| ¢._ [0 Amend Application No, . Check One: O Change; Dr Supercede; O Void

4. Dates of Series 5. Records Senes Title (foﬂowed by title used in off.-ce if different)

E o
arliest Latest Office of Administrative Services

1975 | To Date State Board Meeting Working Papers Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Office of Administrative Services is responsible for providing supportive services
to both the State Department of Education and local school systems through Fiscal
Services, Facilities and Transportation, Regional Education Services, Public Informa-
tion and Publications, Publie Library Services and Local Systems Support, including '
School Food and Nutrition, USDA Food Distribution, Statistical Services and Textbooks.

7. Record Series Description This file contains the followmg documents {mciude form numbers and titles, if any):
Attach samples of the file,
Documents relating to: documenting requests and recommendations from the

Office of Administrative Services for approval by the State Board of Education.
Included are:  Board agenda, items recommended for approval list, recommended actions,

memos and correspondence concerning agenda items, appeals notes, contract requests
and recommended personnel actions.

File is arranged: chronologlcally by Board of Educatlon meeting dates.

! '_.:' - i : R e_' . ’.- o T. Ny "
8. Montﬁly Refeﬁhﬁ; Rate - '__HEw_often are records referred to which are: o
Onetosix monthsold __________; Seven to twelve monthsold _______; Thirteen to twenty-four monthsold —____;
twenty-five monthsandolder ___ ....._.7? =~ -

9. Annual Rate of Accumulation of Records
" Lettersizedrawers ___ ;legalsizedrawers . ; Shelves

; Other (specify) 1/3 cu, ft.

AR—50—71; Rev,76 _ (Gver)




vES | NO | 10. Questionnaire  (Place an X" in the proper column)

. |s this the officia! copy of the series?
_ If not, where is it?

X b. Does the series contain confldential mformatlon requiring security handhng? If yes, i‘te law or regulétibn.

X | e s thus a vital record? . )
X | d. Does this series have historical or Iongterm research value?
. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
. documents be scheduled separately? . o o
_._Isjhe mformatlon contained in this series ever publi hed If e ach copy.
s the mformataon contained in this series ever analyzed and/or recorded in a summarized report?
| __ _ If ves, attach copy, _ . L —
. Is there a duplication of this series in your offlce orin another office or agency?
If ves, where? .-
i._ls this series for a mazq_pgrﬂg_m' Lt}_zeguiarly _microfilmed?
1 j. Does the record series result in @ computer printout?
11. Retentlon Requirements The following requires the series to be kept:

——e . A

o]

i:x::lx: N ix b B

a. State Law — D . _._Yyears, d. Audit period years.
b. Statute of limitation years, , e. Administrative need . — . —.__Yyears.
c. Federal law - _—..__Years, f. Federal retention instructions _ ___________vears.

Attach copy or excert of laws or regulations, Explain administrative need. -

oy

12. Apprbved bi;[;c;;i-ti(;\" iggrumfdns This agenéy_recommends that the flle senes be cut off at the end of each:
" [X Calendar Year; O Fiscal Year; {1 Other N S then,

XX Hold in the current files area . ..month(s) 3 year{s); then
O Transfer to local holding area; hold year{s); then

O Transfer to State Records Center; hold e -.year{s}; then

O Destroy.

KX Transfer to State Archives for permanent retention. .

O Other {Specify)

These instructions apply to all prior and future accumulations of the series.

1 (M;{ure}" Pate , | Records Management Officer (Signature) L Date

A State Records Commigtee fy ignature) ~ Date

Recommendations in para- 7 ]

graph 12 are approved. State Auditor/Designee L“"""d———-’( , ’”’?/

(If disapproved, attach letter - - ‘, " '

of explanation.) ' Secretary%éz/besignee ’ W l"' 27 ~ < Ji
7 f

- Attorney General/Designee 7 // : / "Z? - 87
AR—50—71; Rev. 76 (Reversa Sidel © ~ i -




